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ENDING USERS

AlM QUICK FIX GUIDE

Do NOT delete the user information for school district personnel who leave the district.

First, end the user's District Employment. Using the Search tab, Search for All People. Enter the

user's last name. Click Go.

On the District Employment tab, open the current Employment Record. Enter an End Date (the last

day of employment for this user).

Newton, Isaac
Gender. M

Click Save. Demographics Identities

Save Delete

-8 Cascade 7-8
- [BY - (10/25/2014-01/032015)
=88 Cascade High School

R (10252014

A prompt will appear, asking to end
all open assignments. Click Yes.

R Enroliment: District E District

All current District Assignments will

Employment Assignment Information
School
Cascade High School

Department

End Date Title
100252014 7] 372612015 7] -

Type FTE of Assignment  Assignment Code

[ -

Teacher SpecialEd Program  Behavior Admin Health Behavior Response Approver

be ended. E—
If the user was designated as Special = =
Ed Staff, they will no longer appear in
the list of available Team Member's
on a student's IEP.
User: inewton
Person: Newton, [saac
User Account User Groups Tool Rights Calend
Save Delete Login As User

User Account Editor

*Username Password

inewton Reset Password
Expires Date Homepage

32612015 5| Campus Application

|| Force Password Change [] Ancalendars

[7] Disabled

( Montana
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opimtgov Elsie Arntzen, Superintendent

The final step is to expire the User
Account.

Click the Search tab. Search for User.
Enter the user's last name, and click
Go.

Click the user's Username in bold).

On the User Account tab, enter an
Expires Date (the last date of
employment in the district).

Click Save.

The User Account will no longer be
active as of midnight on the date
selected (if using a future date).

Checking the Disabled box is optional,
but recommended.
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